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The report portal includes a variety of commonly used standard reports that are developed and managed by 
the OFM enterprise reporting team. 
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Overview  

The report portal provides a common place to access and distribute standard reports to support financial 
analysis. For example, the portal includes various reports with financial and budget data from business areas 
such as AFRS (Agency Financial Reporting System), TALS (The Allotment System), BDS (Budget 
Development System), CBS (Capital Budget System), OMWBE (Office of Minority and Womenôs Business 
Enterprises), TEMS (Travel and Employees Management System), etc. 

V Access to standard reports and data will be based on your user role/permissions. 

V Standard reports are developed by the enterprise reporting team to meet current and emerging business 
needs. The reports include several options so that you can narrow/expand the focus of the data. You can 
also print and export report results. 

V For additional information, reference the enterprise reporting page on the OFM IT systems website or 
contact the OFM Help Desk. 

  HereToHelp@ofm.wa.gov  360.407.9100 
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Log On / Log Off / Change Password  

Authorized users can log on with their enterprise reporting (ER) user ID/password from inside the state 
government network (SGN) or via Secure Access Washington (SAW). 

V To request an enterprise reporting user ID/account so that you can log on to the report portal, use the 
access request form on the OFM website. 

1. Open:   Browser. 

2. Input:   ER URL/address 
(https://rp.ofm.wa.gov). 

 

Č Use Secure Access Washington (SAW) if you need to log on to the 
report portal outside of the state government network (SGN). 

 

3. Input :  User name. 

4. Input :  Password. 

5. Select :  Ok. 

Č After you log on, the report 
portal will display your home 
page with a list of folders based 
on your user role/permissions. 

Č To log off, close your browser 
window.  

Č In this example, the report portal home page is displayed. 

V Use the profile menu to change your password. 

V Your password needs to include at least 8 characters with at least two of the following characters: 
upper case letter, lower case letter, number, special character (!@#$%^&*). 

V Your password cannot include your log on ID. 

V Your password will need to be changed every 120 days. 
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Basic Navigation  

The report portal home page includes a list of folders with available reports based on your user 
role/permissions. 

 

Folders - My Favorites  

Items in your favorites folder are created using Web Intelligence (WebI) tools outside of the report portal. The 
report portal does not currently have an option to create shortcuts for your favorites folder. 

 

Folders - Public  

Use the public folders to access commonly used standard reports. 

V Folders and available reports will be based on your user role/permissions. In this example, we select the 
daily reports folder to display available reports in the folder. 

 
  

mailto:HeretoHelp@ofm.wa.gov


 
Report Portal User Guide 
Enterprise Reporting (ER) 

Enterprise Reporting - Report Portal June 2022 Page 4 of 17 
Need help?  Contact the OFM Help Desk  HereToHelp@ofm.wa.gov  360.407.9100 

Display Report Details  

Use the report details to display the report description and parameters. 

V In this example, we select the details option and the vendor remittance advice to display the report 
description and parameters. The details option is a toggle so you can select it again to close the details 
panel if you do not want to display the report details. 

 

Searc h Folders  

Use the search option to find standard reports based on report name and report description. 

1. Select :  Search. 

Č Report portal will display 
search fields so that you can 
input search criteria. 

 
 

2. Input :  Search criteria. 

3. Select:   Ok. 

Č You can use full or partial 
values for the report name or 
report description. Do not 
include wild cards (* or %) with 
partial values.  

Č In this example, the search results are displayed. 
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Schedule Report  (Run Report  Instance ) 

Use the report schedule options to run a report. 

V You can schedule a report from the my favorites folder or public folders. If you used the search option to 
find a report, you can also schedule the report from the list of reports in your search results. 

1. Right -click :  Report. 

2. Select :  Schedule. 

Č Report parameters will be 
displayed. 

Č You can also double-click the 
report to display the parameters 
to schedule the report. 

 
 

3. Select :  Parameters. 

4. Input :  Report parameter 
information. 

Č Some reports have more 
parameters than others and you 
will scroll through the list of 
parameters to provide 
information.  

 

5. Select :  Destinations. 

6. Input :  Report destination 
information. 

Č You might be prompted for 
additional information based on 
the destination selected.  

 

7. Select :  Recurrence. 

8. Input :  Report recurrence 
information. 

Č You might be prompted for 
additional information based on 
the recurrence selected. 

 
 

9. Select :  Schedule. 

 

Č When you schedule a report, the schedule page will close and the history page will be displayed. In 
this example, the report is scheduled and running. 
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